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FOREWARD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the techniques of making a comprehensive occupational
analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represen-
tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning
and development of the project strategies. The analysis process was based
on sound principles of learning and behavior. Phase two was the identifica-
tion, selection and orientation of all participants. The training and work-
shop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment experience. The instructors were
assisted by both occupational consultants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instruc-
tors capable of conducting and assisting in a comprehensive analysis of
various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis included a statement of the various tasks performed
in each occupation. For each task the following items were identified; tools
and equipment; procedural knowledge; safuty knowledge; concepts and skills
of mathematics, science and communication needed for successful performance
in the occupation. The analysis data provided a basis for generating instruction-
al materials, course outlines, student performance objectives, criterion measures.
as well as identifying specific supporting skills and knowledge in the academic

subject areas. v
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RREFACE

Purchasing encompasses many diverse areas - The occupation of purchasing agent-buyer
can be found in the industrial, wholesale and retail areas. Due to the time factor, industrial
purchasing was chosen. The approach was that of a person with some experience coming
into the job of purchasing agent. A rookie entering this type of position would run into num-
erous difficulties. Furthermore few large companys would intrust a million dollar budget to

a novice. The duties chosen encompass the basic activities of a purchasing agent in a com-
pany using a totally manual information retrievel system. This is probably the exception to
the rule today-however, there are too many E.D. P. systems available, many of which are
tailored to individual company needs. A basic understanding of the tasks will be sufficient
knowledge to prepare a buyer to function under a E.D. P. system.
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JOB DESCRIPTION

An industrial purchasing agent secures for the company its requirements of raw materials and

parts used in the manufacture of supply products at the lowest possible cost consistent with

accepted standards; for quality and service, and in accordance with established policies and

procedures.

An agent maintains purchase, price, stock, consumption, vendor records and catalog file;

conducts market studies and cost analysis; develops sources of supply; secures quotations;

chooses between contract and open market purchasing; maintains an inventory control system;

issues purchase orders; corresponds with vendors and attempts to foster good human relations.
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Duty A Maintaining Purchase Records
1 Record All Commodity Activity
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Duty B Maintaining Price Record
1 Record All Price Changes
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Duty C Maintaining Stock & Consumption Record
1 Record All Receipts
2 Record All Disbursements
3 Record Material Specifications
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Duty D Maintaining Vendor Record
1 Record Vendor Changes
2 Record Discount Changes
3 Record Term Changes
4 Record Product Changes
5 Record Shipping Information
6 Record Vendor Reliability
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Duty F Conducting Market Studies
1 Survey Market Trends
2 Survey Market Prices
3 Survey Competitor Activity
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Duty G Conducting Cost Analysis
1 Secure Machine Cost
2 Secure Production Rate
3 Secure Operational Cost
4 Analyze and Compare Efficiency
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Duty H Developing Supply Sources
I Interview Manufacturer Sales Representative
2 Read Thomas Register
3 Read Dun and Bradstreet
4 Read Trade Publications
5 Read Literature Received By Mail
6 Inspect Suppliers Plant

3"
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Duty J Choosing Between Contract and Open Market Purchase
1 Determine If Quanity Needed Will Substantiate Contract Purchase

2 Investigate Future Supply and Demand of Commodity
3 Submit Quotation For Contract and Open Market Purchase
4 Negotiate Purchase Order Terms For Contract and Open Market Purchase

7?

77



'7
9

(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

D
et

er
m

in
e 

If
 Q

ua
nt

ity
 N

ee
de

d 
W

ill
 S

ub
st

an
tia

te
 C

on
tr

ac
tP

ur
ch

as
e

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

Pr
oj

ec
te

d 
us

ag
e

fo
rc

as
t

D
et

er
m

in
e 

if
 n

ec
es

sa
ry

 q
ua

nt
ity

 is
su

ff
ic

ie
nt

 f
or

 c
on

tr
ac

t p
ur

ch
as

e

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
et

er
m

in
e 

if
 th

e 
qu

an
ity

 is
 la

rg
e 

en
ou

gh
Q

ua
nt

ity
 n

ee
de

d
Fi

na
nc

ia
l l

os
s



0

(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

W
ill

 S
ub

st
an

tia
te

 C
on

tr
ac

t P
ur

ch
as

e

B
eh

av
io

ra
l

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

Pr
in

ci
pl

e:
 A

ttr
ib

ut
es

 o
f 

M
ax

im
um

 F
un

ct
io

ni
ng

 C
ap

ac
ity

C
on

sc
io

-U
s 

aw
ar

en
es

s 
of

 q
ua

lit
ie

s 
ba

si
c 

to
 o

pt
im

al
m

en
ta

l p
er

fo
rm

an
ce

1.
 A

tte
nt

io
n

2.
 O

bs
er

va
tio

n
3.

 C
on

ce
nt

ra
tio

n
4.

M
en

ta
l A

le
rt

ne
ss

5.
 M

en
ta

l Q
ui

et
ud

e
6.

 M
en

ta
l C

la
ri

ty
7.

 O
rg

an
iz

at
io

n

R
at

io
na

l
N

um
be

rs

C
O

M
M

U
N

 !C
A

T
IO

N
S

P
E

R
 F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
L 

E
S

S
K

IL
LS

 /C
O

N
C

E
P

T
S

I

R
ea

di
ng

Fo
rc

 a
s 

t
C

om
pr

eh
en

s 
io

n
D

et
ai

l i
nf

er
en

ce
In

fo
rm

at
io

na
l R

ep
or

ts
Pr

op
os

al
s

T
er

m
in

ol
og

y

...
...

...
 _

79
R

t I



R
I

(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

In
ve

st
ig

at
e 

Fu
tu

re
 S

up
pl

y 
an

d 
D

em
an

d 
of

 C
om

m
od

i

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

T
ra

de
 jo

ur
na

l
G

ov
er

nm
en

t p
ub

lic
at

io
ns

R
ea

d 
an

d 
su

rv
ey

 tr
ad

e 
jo

ur
na

ls
 a

nd
go

ve
rn

m
en

t p
ub

lic
at

io
ns

L
is

t t
re

nd
s 

of
 s

up
pl

y 
an

d 
de

m
an

d

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

M
ak

e 
a

pe
rs

on
al

 ju
dg

m
en

t s
up

pl
y

an
d 

de
m

an
d 

fo
r 

ite
m

R
es

ul
ts

 o
f 

su
rv

ey
 a

nd
 m

ar
ke

t
co

nd
iti

on

.

Fi
na

nc
ia

l l
os

s

.



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

In
ve

st
ig

at
e

Fu
tu

re
 S

up
pl

y 
an

d 
D

em
an

d 
of

 C
om

m
od

ity

B
eh

av
io

ra
l

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

Pr
in

ci
pl

e:
 A

ttr
ib

ut
es

 o
f 

M
ax

im
um

 F
un

ct
io

ni
ng

C
ap

ac
ity

C
on

sc
io

us
aw

ar
en

es
s

of
 q

ua
lit

ie
s 

ba
si

c 
to

 o
pt

im
al

m
en

ta
l p

er
fo

rm
an

ce
i. 

A
tte

nt
io

n
2.

 O
bs

er
va

tio
n

3.
 C

on
ce

nt
ra

tio
n

4.
M

en
ta

l A
le

rt
ne

ss
5.

 M
en

ta
l Q

ui
et

ud
e

6.
 M

en
ta

l C
la

ri
ty

7.
 O

rg
an

iz
at

io
n

R
at

io
na

l N
um

be
rs

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
 F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

R
ea

di
ng

W
ri

tin
g

T
ra

de
 jo

ur
na

ls
 a

nd
 p

ub
lic

at
io

ns

L
is

tin
g

C
om

pr
eh

en
s 

io
n

D
et

ai
l I

nf
er

en
ce

In
fo

rm
at

io
na

l R
ep

or
ts

T
er

m
in

ol
og

y
Pe

nm
an

sh
ip

C
la

ss
if

ic
at

io
n

81

F4
2



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

Su
bm

it 
Q

uo
ta

tio
n 

fo
r 

C
on

tr
ac

t a
nd

 O
pe

n 
M

ar
ke

t P
ur

ch
as

e

T
O

O
LS

, E
Q

U
IP

M
E

".
1T

, M
A

T
E

R
IA

LS
,

03
IE

C
T

S
 A

C
T

E
D

 u
e'

O
N

P
E

R
F

O
R

M
A

N
C

E
 K

N
O

W
LE

D
G

E
S

A
F

E
T

Y
H

A
Z

A
R

D

Q
uo

ta
tio

n 
fo

rm
V

en
do

r 
lis

t
P

en
 &

pe
nc

il
Pr

od
uc

t s
pe

ci
fi

ca
tio

n

Se
le

ct
 .A

pp
ro

pr
ia

te
 v

en
do

rs
C

om
pl

et
e 

qu
ot

at
io

n 
fo

rm
 w

ith
 n

ec
es

sa
ry

in
fo

rm
at

io
n

lim
ilw

r
D

E
C

IS
IO

N
S

C
U

E
S

E
R

R
O

R
S

D
et

er
m

in
e 

if
 v

en
do

r 
m

ee
ts

 r
eq

ui
re

m
en

ts
.R

eq
ue

st
 q

uo
ta

tio
n

-7
:

A
tte

m
pt

in
g 

to
 p

ur
ch

as
e 

on
 o

pe
n

m
ar

ke
t o

r 
by

 c
on

tr
ac

t
Fi

rm
.

...
ja

i l
os

s



O
M

 C
. O

M
tT

A
SK

ST
A

T
E

M
E

N
T

M
ar

uo
ta

on
-f

ot
tr

-P
L

M
I 

M
t P

>
as

e 
am

so
n 

on
 I

m
e

01
 I

M
O

B
eh

av
io

ra
l

S
C

IE
N

C
E

M
A

T
I-

i
N

U
M

B
E

R
 S

Y
S

T
E

M
S

Pr
in

ci
pl

e:
 A

ttr
ib

ut
es

 o
f 

M
ax

im
um

 I
 u

nc
tio

ni
ng

 C
ap

ac
ity

C
on

sc
io

us
 a

w
ar

en
es

s 
of

 q
ua

lit
ie

s 
ba

si
c 

to
 o

pt
im

al
m

en
ta

l p
er

fo
rm

an
ce

A
tte

nt
io

n
2.

 O
bs

er
va

tio
n

3.
 C

on
ce

nt
ra

tio
n

4.
M

en
ta

l A
le

rt
ne

ss
5.

 M
en

ta
l Q

ui
et

ud
e

6.
 M

en
ta

l C
la

ri
ty

7.
 O

rg
an

iz
at

io
n

W
ho

le
 N

um
be

rs

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

W
ri

tin
g

E
X

A
M

P
LE

S

Q
uo

ta
tio

n 
fo

rm

S
K

IL
 L

S/
C

O
N

C
E

PT
S

Pe
nm

an
sh

ip
Sp

el
lin

g
D

es
cr

ip
tio

n
T

er
m

in
ol

og
y/

 G
en

er
al

 V
oc

ab
ul

ar
y

83



o
--

-
T

O
O

LS
, E

Q
U

IP
M

E
N

T
, M

A
T

E
R

IA
LS

,
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N

Pu
rc

ha
se

 o
rd

er
 f

or
m

N
eg

ot
ia

te
 w

ith
 v

en
do

r 
fo

r 
pe

rf
or

m
an

ce
B

uy
er

's
 o

ff
ic

e
of

 c
on

tr
ac

t c
on

ce
rn

in
g:

 q
ua

nt
ity

, p
ri

ce
,

Pe
n 

an
d 

pe
nc

il
de

liv
er

y 
da

te
, s

pe
ci

fi
ca

tio
ns

, F
.O

.B
.

po
in

t, 
ca

sh
 te

rm
s,

 p
ac

ka
gi

ng
, l

eg
al

 te
rm

s
in

sp
ec

tio
n/

ce
rt

if
ic

at
io

n 
te

ch
ni

qu
es

 a
nd

st
oc

ki
ng

 a
rr

an
ge

m
en

ts

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
et

er
m

in
e 

if
 v

en
do

r 
is

 a
cc

ep
ta

bl
e

Su
cc

es
sf

ul
 n

eg
ot

ia
tio

ns
Fi

na
nc

ia
l l

os
s

ba
se

d 
on

 a
bo

ve
 c

ri
te

ri
a

(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

N
e _

11
11

11
11

11
11

11
11

11
11

11
11

11
11

11
11

1,
11

11
11

01
11

11
11

11
10

11
M

11
11

11
11

11
11

11
11

11
11

11
11

11
0



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)N

eg
ot

ia
te

 P
ur

ch
as

e 
O

rd
er

 T
er

m
s 

fo
r 

C
on

tr
ac

t a
nd

 O
pe

n 
M

ar
ke

t P
ur

ch
as

e

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

P
rim

ip
le

:
A

ttr
ib

ut
es

 o
f 

M
ax

im
um

 F
un

ct
io

ni
ng

 C
ap

ac
ity

C
on

sc
io

us
 a

w
ar

en
es

s 
of

 q
ua

lit
ie

s 
ba

si
c 

to
 o

pt
im

al
 m

en
ta

l
pe

rf
or

m
an

ce
A

tte
nt

io
n,

 o
bs

er
va

tio
n,

 c
on

ce
nt

ra
tio

n,
 m

en
ta

l a
le

rt
ne

ss
, m

en
ta

l
qu

ie
tu

de
, m

en
ta

l c
la

ri
ty

, o
rg

an
iz

at
io

n
C

ap
ac

ity
 to

 m
ai

nt
ai

n 
op

en
-m

in
de

dn
es

s 
an

d 
co

m
po

su
re

 in
 th

e 
fa

r
se

em
in

gl
y 

di
ff

er
en

t, 
ec

ce
nt

ri
c 

or
 c

la
sh

in
g 

va
lu

es
 e

xp
re

ss
ed

 b
e-

ha
vi

or
al

ly
 o

r 
ve

rb
al

ly
C

ap
ac

ity
 to

 p
en

:e
w

e,
 q

ui
ck

ly
 in

te
gr

at
e,

 a
nd

 f
un

ct
io

n 
w

el
l i

n 
th

e
fa

ce
 o

f 
tm

ex
pe

r.
te

d 
si

tu
at

io
na

l v
ar

ia
bl

es
Pr

of
es

si
on

al
is

.r
: M

ai
nt

ai
n 

ca
pa

ci
ty

 to
 f

os
te

r 
tr

us
t, 

co
nf

id
en

tia
l-

ity
, c

oo
pe

ra
tio

n;
 to

 g
en

er
at

e 
in

te
gr

ity
; t

o 
co

pe
 w

ith
 c

on
fl

ic
t

be
ha

vi
or

: t
o 

fu
nc

tio
n 

ef
fi

c 
ie

nt
ly

 w
he

n 
en

co
un

te
ri

ng
 f

as
t c

ha
ng

in
g,

m
ul

tip
le

., 
pe

rs
on

al
 o

r 
si

tu
at

io
na

l v
ar

ia
bl

e;
 e

xh
ib

it 
qu

al
iti

es
 o

f
se

lf
-c

on
fi

de
nc

e,
 s

el
f-

co
nt

ro
l, 

se
lf

-r
el

ia
nc

e,
 s

el
f-

re
sp

ec
t a

nd
ad

ap
ta

bi
lit

y

R
at

io
na

l N
um

be
rs

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

Sp
ea

ki
ng

L
is

te
ni

ng

R
ea

di
ng

W
ri

tin
g

V
ie

w
in

g

T
ou

ch
in

g

O
bt

ai
ni

ng
 in

fo
rm

at
io

n

O
ra

l d
es

cr
ip

tio
n

Pr
od

uc
t i

nf
or

m
at

io
n

Pr
od

uc
t r

ep
or

ts

Sa
m

pl
e 

pr
od

uc
t

Sa
m

pl
e 

pr
od

uc
t

T
er

m
in

ol
og

y/
ge

ne
ra

l v
oc

ab
ul

ar
y,

 c
la

ri
ty

of
 e

xp
re

ss
io

n,
 p

er
su

as
io

n,
 d

re
ss

, f
ac

ia
l

an
d 

bo
dy

 f
ea

tu
re

s
D

is
cr

im
in

at
e 

fa
ct

 f
ro

m
 n

on
fa

ct
, r

ec
og

ni
ze

op
in

io
ns

, l
og

ic
, n

ot
e 

ta
ki

ng
C

om
pr

eh
en

si
on

, d
et

ai
l/i

nf
er

en
ce

, i
nf

or
m

a-
tio

na
l r

ep
or

ts
Pe

nm
an

sh
ip

, s
pe

lli
ng

, d
es

cr
ip

tio
n,

 te
rm

-
in

ol
og

y
V

is
ua

l a
na

ly
si

s,
 d

es
cr

ib
in

g,
 m

em
or

y,
co

lo
r

Si
ze

, s
ha

pe
, t

ex
tu

re

85
R

G



Duty K Maintaining Inventory Control
1 Determine Economic Order Quanity
2 Determine Reorder Point
3 Schedule Purchases and Deliveries
4 Check Delivery Receipts
5 Verify Invoices
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